
 The County Trainer

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
 

 

Franklin County Department of Human Resources  
Office of Learning & Staff Development  
Humera Khokhar, Sr. HR Administrator 
373 S. High Street 25th Floor - Columbus, OH 43215 
(614) 525-6224 office 

March & April 2018 

Newsletter & Calendar  

In the Spotlight… 

Strive for Civility in the Workplace 

The Office of Learning & Staff Development (OLSD) is pleased to present its training schedule for March and April 
2018.  We believe that training is an important benefit offered to the employees of Franklin County.  As laws, 
technology and social issues change; training is necessary to remain efficient and effective in all areas of employment.  
Serving the Franklin County public requires an understanding of many laws and life issues, and requires customer 
service skills that must be learned and polished. 

We are pleased to make the diverse training opportunities covered in this calendar available to the employees of 
Franklin County.  Topics vary from self-improvement issues like building self-esteem & resolving conflict; developing 
emotional intelligence; leadership and delegation; to vital core topics like Sexual Harassment Awareness & Violence 
Prevention. All workshops will be taught by our OLSD staff and partners.  Contact Humera Khokhar, Sr. HR 
Administrator via email at:.Training@franklincountyohio.gov for more information and special requests. 

Imagine a workplace flowing with collaboration and an open environment for innovation. Respecting one another in 
the workplace is something every organization strives for, but not many achieve. The Five Ways to Promote Civility in 
the Workplace article below offers ways to promote civility in the workplace that will allow your organization to reach 
its highest potential. 
 
 
 

 

1. Create an Inclusive Environment 

Establishing an inclusive environment in the workplace is 
beneficial because it allows employees to have a mutual 
respect for one another’s opinions and beliefs. 
  
2. Practice Safe and Open Communication 

Conflict is healthy if it is managed properly, and establishing 
that in the workplace is important to maintaining open 
communication. Understanding one another’s “triggering 
points” will make it easier to manage, address and react to a 
situation. Also, practicing listening skills allows for two-way 
communication to take place without interruption creating 
a clear voice for each individual. 
 
3. Host a Workplace Civility Workshop 

Hosting quarterly workshops that address civility in the 
workplace to get the team together and focus on voicing 
what each individual believes will make the workplace a civil 
and positive environment. The workshop focuses on 
discussing guidelines of conduct and what behaviors and 
actions are appropriate and those that are not. 
 

4. Host Workshops on Electronic Communication  

It is important to understand that electronic communication 
is a great tool in today’s fast paced world, but knowing when 
to appropriately communicate electronically is the key. Face 
to face communication in the workplace sounds easy enough, 
but between phone calls to each others desks and emailing 
back and forth messages can get altered with the lack 
personal interaction. 
 

5. Identifying Workplace Bullying 

Creating an understanding that workplace bullying is not 
tolerated is the first step to eliminating it altogether from the 
workplace. It is important to make every employee aware of 
the signs of bullying and how to properly address it. 
Informing your workplace that there is a strong policy 
regarding bullying is imperative.  
 

Cultivating ways to promote civility will make all the 
difference in your organization. Without comfort in your 
opinion being voiced, open communication, and workshops, 
your organization risks not optimizing its full potential. Taking 
these steps to promote civility in the workplace will allow for 
new and improved work-relationships. 

http://www.kparksconsulting.com/5-ways-to-promote-civility-in-the-workplace/ 

 



 MARCH 2018
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

   1  

Sexual Harassment  
REFRESHER  -E220.307 
DJFS Northland Facility  
Rm 132 ABC  
9:00 -10:00 

2 

5 6 
*Sexual Harassment  
Awareness -NHE220.187 
1:00- 4:00 – Training Rm  

7 
 CRASE/Active Shooter 
-E236.030  
9:00 -12:00  - Training Rm 

8 
Charge up your 
Motivation  -NH108.003 
9:00 - 12:00 - Training Rm 

 

9 

12 13 
Communication  
BOOT CAMP -E269.011 
9:00 - 12:00  -Training Rm  

 

Managing and Resolving 
Workplace Conflicts 
NH100.003 - 1:00 - 4:00  
Training Rm 

14 
Building Self-Esteem 
and Self-Confidence  
-E281.008 
9:00 - 12:00  -Training Rm 

15 
*Multicultural 
Awareness -NH210.183 
9:00 -12:00  -Training Rm 

 

16 

19 20 
Civility in the 
Workplace  -NH109.003 
9:00 - 12:00  -Training Rm 

 

21 
Developing Your 
Emotional Intelligence  
-E242.011 -9:00 - 12:00 
Training Rm 

 

22 
*Customer Service  
9:00  to 12:00 
NHE285.191 
Training Rm 

23 

26 
*Safety & Wellness 101  
1:00-3:30  -Training Rm 
-E231.141 

27 
M.E.E.T.  on Common 
Ground: Speaking up for 
Respect in the 
Workplace  -S437.909 
9:00 -12:00  -Training Rm 

 

*ETHICS   - NHE240.186 
1:00 - 4:00  -Training Rm  

28 29 
Freedom from Job 
Burnout  - NH111.003 
9:00 - 12:00  -Training Rm 

 

30 

 

 

P R A C T I C E  C I V I L I T Y  I N  T H E  W O R K P L A C E  
  

 

Here are five practices in civility that work in the office and in life.  
 

 Good Manners - Make an effort to model respect, show empathy and extend kindness toward those around you. 
 

 Understanding - If you find yourself in a discussion with someone of a different viewpoint, avoid trying to “win” the argument 
or persuade them to see things your way. Instead, listen, ask thoughtful questions and respond with courtesy.   

 

 Positive Attitude - Despite how others conduct themselves, take the initiative to always behave, respond and react like a 
leader.  

 

 Tranquility - Set your environment up to be a peaceful haven instead of a battleground. Discourage office gossip and stay 
above the fray. It takes effort to build solid relationships. Choose to be a beacon of strength as opposed to a weak link. 

 

 Commonalities - Coworkers must establish mutually beneficial alliances in the office since few have the luxury of working only 
with those who share their exact thoughts, feelings and preferences. Make a point of finding something you have in common 
with a peer. 

 
www.huffingtonpost.com/5 Ways to Spread Civility in the Workplace  

When in doubt 
go to Training! 



 CIVILITY IN THE WORKPLACE MINI QUIZ  
 

 

 True or False: If you are good at what you do, you don’t need to bother with being civil to other people. 
A. True 
B. False 

 

 Which of the following is good reason to practice civility in the workplace? 
A. Every person, regardless of age, race, or contribution, deserves to be treated with respect. 
B. Civility resonates with many of the positive values of society, including tolerance and mutual support- it’s the 

humane thing to do.  
C. Civility creates a conducive working environment as well as a stable and productive organization. 
D. All of the above 

 

 True or False: The best way to treat a co-worker with a difficult personality is give them back the same frustration 
that they give you. 

A. True 

 APRIL 2018
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

2 3 
Mindfulness in the 
Workplace  -NH112.003 
1:00- 4:00  -Training Rm 

4 
Dealing with Difficult 
People    -E295.051 
9:00 -12:00  -Training Rm 

 

5 
*Sexual Harassment  
 -NHE220.188 
9:00 - 12:00  -Training Rm 

 

6 

9 10 
Microsoft Excel *2013  

PIVOT TABLES Basics 

-E179.301   -9:00-12:00   
-Training Rm 

 
*Multicultural 
Awareness -NHE210.184 
1:00- 4:00   
-Columbus Rm 16

th
 Floor 

 

11 
CRASE/Active Shooter 

-E236.031  -1:00 to 4:00  
-Training Rm 

 

12 
Effective Delegation 
-NH113.003   -9:00-12:00 
-Training Rm 

 

13 

16 17 
Microsoft WORD *2013  
-E163.801  -9:00 -12:00 
-Training Rm 
  

 

*Customer Service 
-NHE285.192  -1:00-4:00  
-Columbus Rm 16

th
 Floor 

 

18 
*Safety & Wellness 101 
-E231.142  -9:00 -11:30 
-Training Rm 

 

19 
Juggling Multiple 
Priorities  -NH114.003 
9:00-12:00 -Training Rm 

 

20 
Making Effective 
Presentations with 
PowerPoint *2013 
-E167.801  -9:00-12:00   
-Training Rm 

 

23 24 
Women's Ways of 
Leading: Maximize Your 
Leadership Potential  
9:00- 12:00  -Training Rm 
-E490.026 

 

Active Listening Skills 
1:00-4:00   - Training Rm 
-NH115.003 

25 
Microsoft Excel *2013 
Basics   -E175.301 
9:00-12:00  -Training Rm 

 

26 
*ETHICS   -NHE240.187 

9:00-12:00  - Training Rm 

 

27 

30     

“L i f e ’ s  mos t  pe r s i s t e n t and u rge n t  que s t i on  i s ,   
Wha t are  you do i n g f o r o t he r s ? ”  

     --Martin Luther King, Jr 



B. False 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

HAVE YOU COMPLETED YOUR CORE CLASSES? 

 New Employees must complete during the first year of 
employment with the County 

 Employees with 3+ years of service take as topical 
refresher courses 

CUSTOMER SERVICE CONNECTION 

Competencies: Professionalism; Service Delivery 

Public service employees are charged with delivering  
quality services and treating customers with dignity and 
respect. This informative workshop will demonstrate 
how to achieve extraordinary customer relations. 
 
 

CIVILIAN RESPONSE TO ACTIVE SHOOTER EVENTS 

C.R.A.S.E. 
Competencies: Violence Prevention 

The CRASE course is designed and built on the Avoid, 
Deny, Defend (ADD) strategy developed by Advanced 
Law Enforcement Rapid Response Training (ALERRT) in 
2004. It provides strategies, guidance and a proven plan 
for surviving an active shooter event.  In this class you 
will learn: The history and prevalence of active shooter 
events. What you should do if you find yourself in an 
active shooter situation and what you can expect from 
law enforcement in our response. 
  

  

ETHICS 

Competencies: Integrity; Standard of Conduct 

We often use our own individual value systems to 
make decisions in our personal lives, but how do we 
make ethical decisions in the workplace?  In order to 
make the most ethical decisions we need to possess a 
clear, objective ethical framework for making 
decisions that take into account more than our own 
personal value system. We will review the 
fundamental principles of ethical decision making and 
its application to resolving ethical issues and conflicts 
in the workplace. 
 
 

MULTICULTURAL AWARENESS 

Competencies: Diversity Knowledge; Communication Skills 

Study cultural differences and biases, and learn how 
to promote better communication. 
 
 

SAFETY & WELLNESS 101 

Competencies: Safety, Benefits, and  
Wellness Introduction 

Join representatives from your Wellness & Risk 
Management offices to learn the basics of your 
ThriveOn Wellness Program and the fundamentals of 
good safety.  Combined lecture, videos, and 
interactive activities will provide you information to 
enhance your overall health and well-being, while 
also decreasing your likelihood of an injury at home 
or at work. 
 
 

SEXUAL HARASSMENT AWARENESS 

Competencies: Harassment Prevention;  
Statutory Regulations 

This workshop discusses the legal definition of sexual 
harassment, reviews the Board of Commissioners 
Anti-Harassment policy, and addresses the 
employee’s rights and responsibilities for working in a 
discrimination-free environment. 
 

Tips for Good Customer Service 
 

 Smile  Make any eye contact when speaking to customers 

 Make yourself presentable/well-groomed  Be a good listener and show interest in what the customer is saying 

 Greet each customer as he/she enters your service area  Don’t chat with other staff when customers are around 

 Smile  Smile 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

ELECTIVES—SOFT SKILLS 
 

Active Listening Skills 
Competencies:  Self Awareness; Communication 

Learn to really listen.  Listening is not something that just 
happens (that is hearing). This workshop will teach 
techniques to demonstrate the skills of an active listener.  
 

Building Self-Esteem and Self-Confidence 

Competencies:  Confidence Building 
This workshop will provide participants with information, 
activities and exercises that will build positive self-esteem 
and self-confidence.  All activities will focus on awareness, 
choice, and change.  
 

Charge up your Motivation 

Competencies:  Self-Improvement; Self-Development 

Create a more dynamic, loyal and energized workforce 
with the skills you will learn in this workshop.  
 

Civility in the Workplace 

Competencies: Professional Communication; Interpersonal 
Relationships  

This workshop will equip leaders and employees with 
practical tools for creating civil, respectful work 
environments. 
 

Communication Boot Camp 

Competencies:  Self-Development; Communication Skills 
The emphasis of this workshop is to learn both better 
communication and listening skills, which can be used in 
multiple roles including professional, leadership, and 
personal growth. 
 

Developing Your Emotional Intelligence 

Competencies: Self-Management; Relationship Management 

Emotional intelligence training is a very hot topic in 
today’s workplace. Understanding and improving the 
connection between emotions and actions is crucial to 
business and your personal success. Enhance your self-
awareness and make emotions work for you to build 
more productive relationships both professionally and 
personally through this very informative class.  
 

Dealing with Difficult People 

Competencies: Conflict Management 
Learn strategies for dealing with difficult people to increase 
productivity and customer satisfaction. 

 

Freedom from Job Burnout 
Competencies: Stress Management; Resilience  
Burnout has been called the epidemic of the modern 
workplace.  Learn to stay free from burnout in this fun, 

informative workshop.  
 

Effective Delegation 
Competencies:  Leadership; Responsibility  

In this workshop learn to effectively assign and share 
responsibility with subordinates and coworkers. 

 

Managing and Resolving Workplace Conflicts 
Competencies:   Conflict Management; Negotiation Skills; 
Mediation 

This workshop provides successful strategies to remain 
composed and deal confidently with disagreements, 
confrontations. 
 

M.E.E.T on Common Ground: Speaking up for 
Respect in the Workplace 

Competencies: Conflict Resolution; Respect  
Participants will practice the M.E.E.T. approach to help 
recognize, respond to, and resolve situations that stems 
from differences.  Employees take away a new appreciation 
for their personal responsibility to create a respectful 

workplace. 
 

Mindfulness in the Workplace 
Competencies: Proactive Thinking, Accountability 

Toxic emotions disrupt the workplace; mindfulness 
increases your awareness and helps you recognize them 
before they run rampant. 
 

Sexual Harassment Awareness—REFRESHER 

This ONE-HOUR workshop reviews the elements of sexual 
harassment, types of sexual harassment, ways to prevent 
sexual harassment; and how to appropriately handle an 
allegation of sexual harassment. 
 

Juggling Multiple Priorities 
Competencies:  Concentration; Efficiency  

Learn to accomplish more in less time stress by setting 
priorities and becoming more efficient. 
 

Women’s Ways of Leading: Maximize Your 
Leadership Potential 
Competencies:  Confidence; Self-awareness 

Success as a leader depends on the effective combination of 
a number of factors. This workshop will help participants 
identify and affirm individual strengths that support their 
leadership roles and professional aspirations. 
 

 

COURSE DESCRIPTIONS 



 

 

COMPUTER—TECHNICAL SKILLS 
  

 
 
 

 

STEPS TO REGISTER FOR CLASSES ONLINE 

 
1. Preview the training calendar for subjects of interest 

 

2. Get supervisor’s approval 

 

3. Go to the Portal and click on the "Training 

Registration" link; 

https://portal.co.franklin.oh.us/hr/training/  

 

4. Complete the fillable form by selecting the classes that 

meet your needs and fit your work schedule.  

  

We look forward to seeing you in one or more of the 

training workshops you’ve selected. 

 

All training classes are held on the 25
th

 floor of 373 S. High 

Street, Training Room unless otherwise specified. 

Microsoft Excel 2013: Basics 
Competencies: Spreadsheet Introduction 
A worksheet is merely a lifeless collection of numbers and 
text until you define some kind of relationship among the 
various entries. You do this by creating formulas that 
perform calculations and produce results. Participants will 
how to create simple formulas and the seven steps to 
worksheet success. 
 

Microsoft Excel 2013: PIVOT TABLES Basics 
Competencies: Spreadsheet Reports 
Participants will learn and practice how to create basic 
pivot table reports. This powerful Excel tool allows you to 
summarize and explore data interactively.  Join the fun! 
(Frequent use of Excel is helpful in learning this skill.) 
 
 
 

Microsoft Word 2013: Basics 
Competencies: Word Processing Fundamentals 
Participants will learn how to complete a Mail-Merge; 
insert a Table in a document; use the Find and Replace 
feature and other tips/shortcuts. 

 

Microsoft PowerPoint 2013: Making Effective 
Presentations 
Competencies: PowerPoint Fundamentals 
Enhance your effectiveness in every type of speaking 
situation and increase your success as a communicator.  
This workshop teaches participants techniques on how to 
plan, prepare and deliver effective presentations; and most 
importantly, how to get people to listen. 

https://portal.co.franklin.oh.us/hr/training/

